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About me 


Finance and Accounting Professional specialization in Finance and Management ready to bring abilities 
to team-based environment focused on optimizing performance of Finance and Administrative 
operations. Offering 6 years of experience, excellent skills in cloud-based ERP Oracle & ASP.Net, 
Dedicated, dependable and self-driven, attention to detail having strong analytical skills 


Education 


MBA HONS | 2015 | UNIVERSITY OF SINDH JAMSHORO PAKISTAN 

Major: Finance 

Minor: Portfolio and Investment Management, Credit Analysis, Risk Management, Seminar in Finance 
CGPA Score :3.35/4.00 


BBA HONS | 2012 | UNIVERSITY OF SINDH JAMSHORO PAKISTAN 
Major: Management 


Minor: Crisis Management, Knowledge Management, Organizational Development, Industrial 
Management 


CGPA Score :3.55/4.00 


HSC INTERMEDIATE | 2008 | BISE HYDERABAD SINDH PAKISTAN 
Group : Pre Medical 73 % 


SSC MATRICULATION | 2006 | BISE HYDERABAD SINDH PAKISTAN 


Group : Science 72% 


Experience 


ASSISTANT FINANCE ACCOUNTS | PPHI SINDH PATHOLGY WING PAKISTAN | JAN 2019 - OCT 2022 


Received acknowledgment award in PPHI Regional Awards ceremony for outstanding performance in 
Finance / Accounts & Admin Department. 

Lab & Pathology wing overall management our lab basically deals with Roche Machinery C-111,C-311 
cobas 

I was in charge of managing Inventory Stock & Reagent Purchase from M/s Roche Pakistan Ltd 
Processing invoices of M/s Roche Pakistan Ltd. 

Overall Accounts management and administration of Lab Wing 

Achieved raise in revenue from 50% to 80% because of proper follow ups accurate profit and loss 
presentation. 

Excellent negotiation and coordinating Internal Audit compliance. 

Head Office Compliments That He is always on Auto Tasking he knows when to report and how drive 
quickly report 

Excellent communication and Decision making 

Ensure Petty Cash Management, Data Entry and Bank Reconciliations 


Verify, allocate, post and reconcile journal entries in the system and ensure accuracy of data expenses 
recording on accrual and cash basis. 

Preparation of timely and accurate internal and external accounting and reporting deliverables 
Recording transactions to the GL through relevant systems ERP software and Payroll. 

Maintain the GL by reviewing the entries, reconciling entries and passing adjustment journal entries 
Perform general ledger account analysis and reconciliations for both balance sheet and income 
statement accounts to provide supporting information for the monthly / quarterly / yearly financial 
statements 

Prepare fixed asset reconciliations on a periodic basis to ensure all fixed asset balances are accurate 
Ensure the assets are tagged as per the tagging process 

Ensure accurate depreciation and retirement of fixed assets is run in the system on a periodic basis 
Prepare various variance reports, review of PO ageing and open PO reports, and provide analysis to the 
Financial Accounting Manager as and when requested 

Undertake the asset disposal process in coordination with the Administration Department 

Create/ raise invoices for reimbursement, and as per the Contract 

Prepare Accounts Receivable ageing and track the invoices on a periodic basis. Follow-up for the 
collection of amount on a periodic basis and continuous improvement. 

Review each expense incurred to ensure proper application of the account code 

Perform period / year end closing activities. Perform reconciliation of all accounting transactions to 
ensure that they are error free and that all accounting transactions and entries are correctly captured 
Act as a facilitator for any internal or external audit teams performing finance related audits 

Ensure audit timelines are adhered to and information is provided in line with audit requirements/ 
request 

Strong Interpersonal Skills part of Executive Team being a self-starter meet tight deadlines and remain 
proactive. 

Performed multitasking while on charge as an Accountant/Assistant Finance Manager and Admin. 


ASSISTANT FINANCE ACCOUNTS | PAKSITAN CONSTRUCTION CO | FEB 2015 - NOV 2017 


Account Maintenance Accounts Payable and Accounts Receivables, Purchases and Sales, Rapid Payments 
and Reimbursement claims, Tax Filing & Regulations. 

Petty Cash, Bank Transactions, Client relationships, Data Assembly, Administrative support, Internal 
Auditor Tasks, Cash Flow Check, Deposits, Safety and Audit Measures, Recruitment Process 
correspondence, Staff Hiring. 

Bank Statement Reconciliation and Income Analysis Rent payment to Non-residential Building. 


Skills & Abilities 
PROCUREMENT 


Timely Purchase of different requisitions by approval of competent authority, works with Procurement 
Department regarding contracts and agreements with vendors supports the DIRECTOR and 
Procurement Department in contract and agreement negotiations with vendors raising Purchase orders 
processing GRNs and maintaining supplier relationship. 


ADMINISTRATION 


Act as the point of contact for all employees, providing administrative support and managing their 
queries. Main duties include managing office stock, preparing regular reports (e.g. expenses and office 
budgets) and organizing company records 


PAYROLL 


Processes Company’s payroll every pay period. Maintains payroll processing system and records by 
gathering, calculating, and inputting data. Computes employee take-home pay based on time records, 
benefits, and taxes. 


BUDGETING 


Preparation of Budget on the basis of Actual and Expected estimates RE, BE by taking the input form 
entire department analyzing data budget forecasting, compliance and financial analysis. 


PETTY CASH MANAGEMENT 


Finest Petty cash handling by completing all legal formalities and rapid posting into ERP keeping in 
depth focus on every claim and justification of expenses. 


REPORTING 


Preparation of Different Financial Reports like Budget Utilization Budget versus Expenditure Salary and 
Non Salary Components details weekly and monthly basis using excel spreadsheets. 


COMMUNICATION 


Departmental communication regarding Procurement and Financial matters, implement proper channel 
internal policies, procedures and standards relating to payments, contracts, agreements and petty cash. 


COMPLIANCE 


Strong Compliance for coordinating with CFO, Financial Operations Unit, Budget and Procurement 
Departments for expense / purchase required. 


PAYMENT PROCESSING 


Timely process of payments liability booking and clearing accounts payable, Request preparation of 
payment before the director ’s final approval, adherence with all information security policies and 
procedures of the Department 


ACCOUNTS PAYABLE AND ACCOUNTS RECEIVABLE 

Recording of bearing liabilities by journal accrual or cash basis and recording of Account receivable 
entry as an asset by passing journal entry which reflects the actual amount receivable and payable to 
and by the vendor 

HUMAN RESOURCE MANAGEMENT 

Employee management by different aspect regarding training and recruiting including on job skills 
development programs employee rewards and motivation month review meetings. 

LEADERSHIP AND TEAM MEMBER 


Work in team as a highly cooperative team member and when required took leadership role as assigned. 


Language 

English Professional e Sindhi Native 

Urdu Native e Punjabi Proficient 

Hobbies 

Travelling e Vision To Join Fast-Paced Management 
Songs e Brand Awareness 


Learning Focus e Research 


